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EXECUTIVE COMMITTEE MEETING 
March 28, 2019 
Agenda 
 
12:30 p.m. in CSS 167 
Lunch will be served 
 
I. Approval of Minutes from 3/7/19 EC Meeting 
 
II. Business 
a. Ethics Minor 
b. Tenure and Promotion Review Recommendations 
c. Endowed Chair Policy 
d. Language Competency FCMP changes 
e. Changes to WF 
f. Set Faculty Meeting Agenda 
 
III. Reports 
a. Curriculum Committee 
b. Faculty Affairs Committee 
c. Student Government Association 
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EXECUTIVE COMMITTEE MEETING 
March 28, 2019 
Minutes 
 
PRESENT 
Ashley Kistler, Christopher Fuse, Amy Armenia, Dawn Roe, Jana Mathews, Grant Cornwell, 
Jennifer Cavenaugh, Laurel Habgood, Wenxian Zhang, Gloria Cook, Nagina Chaudhry, Pat 
Brown, Emily Russell. 
 
Excused: Susan Singer, Richard Lewin 
 
Guests: Margaret McLaren, Ryan Musgrave, Eric Smaw, Stephanie Henning 
 
CALL TO ORDER 
Ashley Kistler called the meeting to order at 12:35 PM. 
 
APPROVAL OF MINUTES FROM 3/7/19 
Habgood made a motion to approve the minutes from the 3/7/19 EC meeting.  Zhang seconded 
the motion.  Motion passed unanimously. 
 
 
BUSINESS 
 
Ethics Minor 
Attachment #1 
Ryan Musgrave 
As background information, Musgrave said Philosophy faculty noticed that our peer and 
aspirant schools offer programs in Ethics.  More and more, employers and schools are asking 
for programs like this.  ECMP helped us see how we could offer a minor with mechanisms 
already in place on campus.  McLaren noted that ethics is an important subfield of Philosophy.  
Having a minor would benefit students across the college in many departments and in their 
daily lives. 
 
Armenia: How are we doing in terms of supply and demand on ECMPs? 
 
Russell: We have trained 40+ faculty and are confident we can staff this program. 
 
Zhang: Is there a projection for numbers of students who would choose this minor? 
 
McLaren: We don’t know how many students would choose the minor, but many students are 
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interested in ethics in general and it fits very well with many different programs on campus. 
Ethics ramifies into every field and discipline. Students are attracted to discussing controversial 
issues. 
 
Habgood: Is having only two of the six courses at the 300- or 400-level consistent with other 
minors?  McLaren said it is consistent. 
 
Smaw: Business, medical, and law schools are already adding ethics to their curriculum. 
 
Brown: Would the minor be available to Holt students?  Holt has critical areas where an ethics 
minor would be beneficial. 
 
McLaren: We are open to offering it to Holt students and are keeping that option on our radar 
for the future. 
 
Kistler: The program does not require any new resources because we are staffing it with 
existing faculty?  Correct. 
 
Lewin: If a course has an ECMP designation does it count as an elective?  Yes. 
 
Lewin: I’m surprised there is not a capstone experience included.  Kistler said that is not a trend 
in social sciences. 
 
Brown: Does it have to be approved separately for the Holt School?  Yes. 
 
Russell:  The program is on the table as a CLA minor and has only been approved by CC for CLA. 
 
Habgood: Can we cross-list a couple of courses with Holt before submitting it as a Holt minor? 
 
McLaren: Before we would offer the program in Holt we would need to be sure we could staff it 
and that students would take it.  If there is a next phase we would test the program in Holt. 
 
Zhang made a motion to approve the Ethics minor.  Mathews seconded the motion.  Motion 
passed unanimously. 
 
Tenure and Promotion Review Recommendations 
Attachment #2 
Ashley Kistler 
Kistler presented the options for including associate professors on FEC. 
 
Roe: What does it mean to have a preference for full professors? 
 
Armenia: Can we say, “with a majority of full professors?” 
 
Mathews: Recommends removing the statement about a preference for full professors. 
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Zhang: Believes option 3 has a better chance of passing.  Suggested another option is to say the 
chair of FEC should be a full professor. 
 
McLaren: Recommends taking Zhang’s suggestion to the faculty for discussion. 
 
Cavenaugh: Was it ever suggested to say, “full and associate professors who have been at their 
rank for a minimum of ____ years?” 
 
Kistler/Fuse: It did come up and seemed to have broad support. 
 
Cornwell: Hopes EC will choose to fully enfranchise associate professors by allowing them to 
serve.  Rollins is the outlier on this issue. 
 
Kistler: Do we want to squeeze this onto the agenda this semester? 
 
Fuse: We should pause and have a deeper conversation in the fall. 
 
Kistler: Will put this on as a pending business item for the next EC. 
 
Endowed Chair Policy 
Ashley Kistler 
Kistler proposed adding the Endowed Chair Policy to the next faculty meeting agenda along 
with the survey questions we were not able to get to at the last meeting.  EC members were 
comfortable with that idea. 
 
Language Competency FCMP changes 
Attachment #3 
Gloria Cook 
Cook said these changes have been a long time in coming.  The changes have been through CC 
five times.  They have reviewed all options and attempted to soften the language. 
 
Armenia: When a transcript comes from a transfer institution it doesn’t always indicate when a 
course was taught online and the form for permission to study outside of CLA does not ask this 
question. 
 
Mathews: What is the reasoning for allowing a 4 or 5 for AP Spanish for French but only a 5 for 
AP Greek or Latin? 
 
Habgood: Believes it’s unfair to make heritage speakers take another course.  If I come to 
Rollins with a math comp I don’t have to take another one here. 
 
Cook: Modern Languages and Literatures (MLL) is concerned about incoming students receiving 
the culture piece of language courses.   
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Lewin: MLL made the point that just because someone is a heritage speaker does not mean 
their written proficiency is on point. 
 
Mathews: There’s not a clear definition of what they are looking for because they are not 
required to take grammar and syntax. 
 
Cavenaugh: Suggested it might be best to invite MLL members to EC to continue this discussion. 
 
Russell: Doesn’t want us to lose sight of the student-friendly changes included in the proposal. 
 
Habgood: Can we decouple the student-friendly changes? 
 
A motion was made to approve the student-friendly issues and leave the contentious issues for 
further discussion.  Motion failed 4:5. 
 
Habgood made a motion to approve sections 1 and 2.  Fuse seconded the motion.  Motion 
passed unanimously. 
 
Changes to WF 
Attachment #4 
Stephanie Henning 
Stephanie Henning said, since the 90’s a lot of schools have been eliminating the WF grade. We 
use it to flag Financial Aid that a student has stopped attending class.  A grade of “F” should be 
an option for faculty rather than giving a “WF” for administrative reasons. 
 
Due to packed faculty meeting agendas for the rest of this semester, Kistler asked if this change 
could wait until fall for a vote.  Mathews said starting the new policy mid-semester could be 
confusing to students. 
 
Habgood made a motion to approve the changes to the “WF.”  Mathews seconded the motion.  
Motion passed unanimously and will be brought to the full faculty for vote at the April 18th 
Faculty Meeting. 
 
Set Faculty Meeting Agenda 
Ashley Kistler 
The April 4th Faculty Meeting agenda will include governance at-large elections, approval of the 
FEC slate and All Faculty Appeals Committee; Tenure and Promotion Review proposed Bylaw 
changes; cumulative GPA discussion and vote; continued discussion of the Endowed Chair 
Policy and survey questions. 
 
 
 
 
 
REPORTS 
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SGA 
Nagina Chaudhry 
SGA announced their new president and vice president – Matthew Weiner and Sydney Brown. 
 
 
ADJOURNMENT 
Ashley Kistler 
The meeting adjourned at 1:45 PM. 
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ATTACHMENT 1 
 
ETHICS MINOR Proposal 
 
Rationale and need for new program. 
In part, our mission is to educate students to be responsible 
leaders. Since responsibility falls within the domain of ethical 
reasoning and action, this requires us to provide them with training 
in normative and practical ethics. Of course, all students will get 
some education in ethics in the general education 
curriculum. However, currently, students who are interested in 
having more advanced education in ethics or specializing in ethics 
have no options for doing so. Thus, at best, we are only achieving 
our mission at the most basic level. 
Additionally, J.D., MBA, and M.D. programs are increasing their 
course requirements in ethics. As a result, legal ethicists, medical 
ethicists, and ethicists addressing corporate responsibility, are 
increasingly in demand in the workplace. Providing our students 
with a minor in ethics will position them well to continue their 
education in ethics at the graduate level, which will enhance their 
candidacy for jobs in the future. 
 
Intended student learning outcomes. 
The intended student learning outcomes are: (1) students will learn 
about society and the individual (self) and what it means to be an 
ethical/responsible member of a community, (2) they will learn 
how to identity ethical situations and various ethical ways of 
engaging in ethical decisions making (deontology, utility, virtue), 
(3) they will learn to think about how their decisions affect others, 
and (4) they will learn to reflect upon and re-evaluate their 
decisions. These outcomes are consistent with the LEAP learning 
outcomes that we use to access student learning. 
 
Budget and Resource Requirements 
No new resources are required for this minor, and no new budget is 
necessary. 
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ATTACHMENT 2 
 
Option 1 
 
Section 2. Faculty Evaluation Committee Structure and Evaluation 
 
a. Membership 
 
This committee is constituted of six members and one alternate, all of whom must hold the rank 
of full professor. All members except the alternate are voting members. When the number of 
faculty to be reviewed by Faculty Evaluation Committee in a given year exceeds eighteen 
faculty, the alternate becomes a full voting member of the committee for that year.  No more 
than five committee members will participate in the evaluation of any given candidate.  Members 
of the Faculty Evaluation Committee are nominated by the Executive Committee of the Faculty 
and ratified by the Faculty by simple majority vote. Membership will normally include one 
tenured professor from each division of the College of Liberal Arts with consideration given to 
issues of diversity. Members will serve staggered three-year terms and may not serve 
consecutive terms. Members of the FEC receive one course-released time every year they serve 
on the Committee. 
 
 
Option 2 
 
Section 2. Faculty Evaluation Committee Structure and Evaluation 
 
a. Membership 
 
This committee is constituted of six members and one alternate.  Members must hold the rank of 
Associate or full professor, with a preference for full professors.  All members except the 
alternate are voting members. When the number of faculty to be reviewed by Faculty Evaluation 
Committee in a given year exceeds eighteen faculty, the alternate becomes a full voting member 
of the committee for that year.  No more than five committee members will participate in the 
evaluation of any given candidate.  Members of the Faculty Evaluation Committee are 
nominated by the Executive Committee of the Faculty and ratified by the Faculty by simple 
majority vote. Membership will normally include one tenured professor from each division of the 
College of Liberal Arts with consideration given to issues of diversity. Members will serve 
staggered three-year terms and may not serve consecutive terms. Members of the FEC receive 
one course-released time every year they serve on the Committee. 
 
 
Option 3 
 
Section 2. Faculty Evaluation Committee Structure and Evaluation 
 
a. Membership 
 
This committee is constituted of six members and one alternate. Members must hold the rank of 
Associate or full professor, with a preference for full professors.  Associate professors may only 
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participate in midcourse and tenure evalutions.   All members except the alternate are voting 
members. When the number of faculty to be reviewed by Faculty Evaluation Committee in a 
given year exceeds eighteen faculty, the alternate becomes a full voting member of the 
committee for that year.  No more than five committee members will participate in the evaluation 
of any given candidate.  Members of the Faculty Evaluation Committee are nominated by the 
Executive Committee of the Faculty and ratified by the Faculty by simple majority vote. 
Membership will normally include one tenured professor from each division of the College of 
Liberal Arts with consideration given to issues of diversity. Members will serve staggered three-
year terms and may not serve consecutive terms. Members of the FEC receive one course-
released time every year they serve on the Committee. 
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ATTACHMENT 3 
 
LANGUAGE COMPETENCY 
 
Only the following students can be exempted from the Foreign Language Competency 
upon admission to Rollins College: 
1.   International students who have been admitted to the College based on their 
TOEFL (Test of English as a Foreign Language) score. 
2.   Students who have been admitted to the College based on an overall band 
score of 6.5 or higher on the International English Language Testing System 
(IELTS). This test cannot be taken after admission to serve as a means of 
exemption. 
3.   Students who transfer to Rollins with an AA degree from a regionally 
accredited community college or state college. 
4.   Students who have scored a 4 or 5 on the AP exam in the respective modern 
language, or a 5 on the AP exam in the respective ancient language. 
5.   Students who have scored a 6 or 7 on the IB exam in the respective language. 
  
Ways to fulfill the Foreign Language Competency. NO student is waived out 
of this requirement.  
Online courses from a regionally-accredited institution of higher learning may be accepted to 
fulfill the “F” competency. However, the Department reserves to right to examine each request 
individually to ensure the online course meets the Department’s learning standards and 
expectations and provides that same level and quality of language instruction as an in-seat 
class. 
 
1.      Successfully complete a course at the 200-level or above in the languages taught in 
the Modern Languages Department or Classical Studies Program, which are: Arabic, 
Chinese, French, German, Latin, Spanish, Greek and Japanese.1 While students may 
pass the class with a grade below C-, they will need a C- or above to obtain the FCMP.  They 
will either start the language sequence at the elementary level (101, 102) or self-place 
themselves through the placement exam. 
 
2.      Complete a course at the 200-level or above in the languages taught at Rollins or in 
other languages taught at a regionally-accredited institution of higher learning.  
 
Example:   a student completes a 200-level course in Portuguese or French at the 
University of Florida and transfers those credits to Rollins. 
  
3.   Native speakers or heritage speakers* of any language other than English who 
have NOT taken the TOEFL or CBT before entering Rollins can to fulfill the "F" competency 
                                                        
1 Students should be forewarned that we cannot guarantee Japanese or Greek will be offered every year. 
Students who begin instruction in these languages at the 100 level might not be able to fulfill their FCMP at 
Rollins. 
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with the adequate 200-level course (a one-semester course designed for heritage speakers) 
or complete ONE course in international culture at any level. 
  
Example: Native speaker of Farsi (no TOEFL) - can take one internationally focused culture 
course (such as LAC 200: Foundations of Latin American Culture and Society) to satisfy the 
"F" competency. 
  
* In order to determine who has the level of linguistic proficiency of a native speaker in the 
languages regularly taught at Rollins College (Arabic, Chinese, French, German, and 
Spanish), students will have to consult the Department of Modern Languages and 
Literatures. 
 
4.      Students with a documented learning disability in foreign language study who have 
registered with the Office of Accessibility Services may qualify for an accommodation: 
taking two international culture courses in lieu of language study. See the Office of 
Accessibility Services for more details. 
  
Language Placement Exams 
Online WebCape placement tests are available for SPANISH, GERMAN, CHINESE, AND 
FRENCH. WebCape is only a self-placement tool designed to help students to register for 
the appropriate level of the target language.  No WebCape score, no matter how high, 
exempts any student from the outlined ways to meet or be exempted from the “F” 
competency. 
  
ARABIC. All students who have not previously taken Arabic classes at Rollins but who have 
some prior knowledge of Arabic must take a placement test. The test includes listening, 
reading, writing, and an oral interview with the test proctor. The test is given during the 
week before classes begin. For information about the Arabic assessment test, please 
contact Prof. Abeer Aloush at aaloush@rollins.edu. 
 
LATIN. Students should contact the Classical Studies Program in order to take the 
placement exam for Latin.  
 
JAPANESE.  Students with prior knowledge of Japanese should contact Prof. Harue 
Patterson for proper placement.  hpatterson@rollins.edu 
 
  
PLEASE NOTE:  any additional language requirements in a student’s major beyond 
the “F” Competency may or may not be fulfilled by the above exemption 
methods.  Students need to consult with their academic advisors or their major 
departments to be sure they are fulfilling all major requirements related to language 
study in their particular majors. 
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ATTACHMENT 4 
 
Proposed (CLA) 
Registration 
A registration advisement period is set aside during the fall and spring terms of each year 
to allow students to consult with academic advisors and prepare registration materials.  
Students are expected to complete their registration online during their assigned 
registration period and will have opportunity to make schedule changes through the 
subsequent semester’s add and drop deadlines.  Students can find their assigned 
registration day and time in Foxlink approximately two weeks prior to the start of the 
registration period.   To be eligible for registration, students must clear all registration 
holds in advance of their assigned registration time.  These holds may include: outstanding 
account, past due account balance, past due monthly payment plan, missing final or college 
transcripts, judicial hold or failure to complete Title IX training. 
 
Students are responsible for the accuracy of their schedule.  Class attendance or access to a 
course via Canvas/Blackboard does not constitute formal registration in a class.  Students 
should refer official their schedule located on Foxlink under the Self-Service Profile.   
 
To be considered fulltime and eligible for financial aid and athletics, students must be 
registered for a minimum of 12 credits, and students enrolled in fewer than 12 may have 
their financial aid reduced according to state and federal regulations.  It is the student’s 
responsibility to when they have dropped below fulltime status and the financial 
consequences they may incur.   
 
REGISTRATION CHANGES 
Students are expected to make schedule changes online through Foxlink.  In certain 
circumstances a registration change cannot be made online and a paper registration change 
form is needed.    
 
Adding Courses  
Students may add courses to their schedule during the first week (five class days) of the 
semester.  Under exceptional circumstances, students may add courses, internships, or 
independent studies to their class schedules after the end of the official add period, 
provided that the permission of both the instructor and the academic advisor is obtained. 
Students who receive any form of federal financial aid are reminded that they must be 
registered for a minimum of twelve (12) semester hours by the tenth (10th) class day each 
term or their federal financial aid awards will be compromised. 
Dropping or Withdrawing from Courses 
Students may drop courses up until the 10th day of class (first two weeks).  Verbal or 
electronic notification from the instructor or failure to attend class does not constitute 
withdrawal. Students who abandon a course without filing the proper withdrawal form 
automatically receive a failing grade.  
A course dropped after the first two weeks of classes, but before Friday of the 10th week of 
classes is recorded on the student's permanent record as a 'W.' Withdrawal from a course 
after this deadline is possible only if approved by the Academic Appeals Committee or 
under extenuating medical circumstances as determined by the Office of Student and 
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Family care. Students are responsible for consulting with the instructor regarding 
academic standing prior to the final date for withdrawal from courses. Instructors are 
responsible for providing students with a timely graded report concerning academic 
standing before the final date for withdrawal from courses. Students who withdraw from a 
course after Friday of the 10th week of classes may receive a grade of ‘F’ or NC (no credit) 
as determined by the grading mode for the course. 
Students who drop short courses which do not meet the full semester, Intersession or 
Maymester courses must do so prior to the second class meeting and will have no notation 
placed on their transcripts. Students who drop short courses after the second class 
meeting, but prior to the 75% point of the course (as determined by the registrar) will 
receive a 'W' notation. Students dropping after the 75% point will receive a notation F or 
NC (no credit) as determined by the grading mode for the course. 
All international students in F-1 or J-1 status must receive permission from the 
International Student Services Coordinator PRIOR to dropping any courses that would 
bring them below the twelve (12) semester hour minimum. Failure to receive PRIOR 
permission may result in a termination of the student's immigration status. 
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CLA and Hamilton Holt UG 
Add/Drop/Registration/Withdrawal Policy Edits 
Eliminate WF (withdraw failing) Grade 
 
 
Hamilton Holt School Undergraduate  
Registration (current) 
A period is set aside each term for students to consult with academic advisors and prepare 
registration materials. The class schedule provides details concerning registration procedures, 
withdrawal and payment deadlines, and refund periods. Students are expected to register by the 
published deadlines in accordance with published policies and procedures. 
Registration (Proposed-will align with CLA) 
 
Registration occurs in April for summer and fall terms and in November for the spring term.  
Students are expected to complete their registration online during their assigned registration 
period and will have opportunity to make schedule changes through the subsequent semester’s add 
and drop deadlines.  Prior to registration, students are assigned a registration time ticket which is 
required in order to register.  The student’s registration time ticket assigns a registration day and 
time as follows:  Veterans and seniors with 90+ completed credits, followed by declared majors, 
and lastly undeclared and newly admitted students.  Students can find their assigned registration 
day and time in Foxlink approximately two weeks prior to the start of the registration period.   To 
be eligible for registration, students must clear all registration holds in advance of their assigned 
registration time.  These holds may include: outstanding account, past due account balance, past 
due monthly payment plan, missing final or college transcripts, judicial hold or failure to complete 
Title IX training. 
 
Students are responsible for the accuracy of their schedule.  Class attendance or access to a course 
via Canvas/Blackboard does not constitute formal registration in a class.  Students should refer to 
their official schedule located on Foxlink under the Self-Service Profile.   
 
To be considered fulltime and eligible for financial aid and athletics, students must be registered for 
a minimum of 12 credits, and students enrolled in fewer than 12 may have their financial aid 
reduced according to state and federal regulations.  It is the student’s responsibility to when they 
have dropped below fulltime status and the financial consequences they may incur.   
 
CHANGES IN REGISTRATION (Current Policy) 
CHANGES IN REGISTRATION. Students can make changes to their registration during the add/drop 
period in FoxLink. Subsequent changes should be provided in writing to the Holt Offices by the 
published withdrawal deadline. Verbal notification or failure to attend class does not constitute 
withdrawal. Students will be held academically and financially responsible for registrations they 
initiate. Generally, students may add a course if they have not missed more than the first week of 
class or the equivalent for weekend courses. Courses dropped after the first class meeting will be 
noted on the student transcript with a “W” and will not affect the student grade point average. 
Proposed Policy (This will align with CLA’s new policy and extend the Holt drop deadline to 10th 
day of class instead of the 5th) 
Adding Courses    
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Students may add courses to their schedule during the first week (five class days) of the semester.  
Under exceptional circumstances, students may add courses, internships, or independent studies to 
their class schedules after the end of the official add period with permission of the instructor and in 
consultation with the dean and registrar.   Students who receive any form of federal financial aid 
are reminded that they must be registered for a minimum of twelve (12) semester hours by the 
tenth (10th) class day each term or their federal financial aid awards will be compromised. 
Withdrawal from Courses (Current.  This policy has been integrated below under Dropping or 
Withdrawing from Courses) 
Withdrawal from a Course Students may drop/add online during the first week of the term without 
"W" notation on their transcript. After the drop/add period, students must file an official 
withdrawal request by completing a registration change form or emailing their advisor from their 
Rollins email account. Withdrawal forms may be obtained from the Holt School Office or online at 
www.rollins.edu/evening/documents/forms/DropAdd.pdf. Student withdrawals are automatically 
updated on the faculty member’s class roster in FoxLink. 
Hardship Withdrawal from Courses (Current. This policy has been integrated below under 
Dropping or Withdrawing from Courses) 
Hardship Withdrawal Exceptions due to extreme circumstances beyond the control of the student 
(e.g. death in the immediate family or job relocation that can be substantiated in writing by an 
employer) may be considered on a rare basis. In such cases, students should submit an appeal to 
the Holt Student Appeals Committee 
(www.rollins.edu/evening/documents/forms/holtappeal.html) requesting to be withdrawn 
without academic penalty from course(s) attempted during the term. Typically, no refund is 
provided for hardship withdrawals. A student on compassionate leave who wishes to return may 
do so by initiating a written request for reinstatement to the Holt Student Appeals Committee. 
Requests for reinstatement are due no less than three (3) weeks prior to the start of classes. 
Dropping or Withdrawing from Courses (proposed)  
Students may drop courses up until the 10th day of class (first two weeks).  Verbal or electronic 
notification from the instructor or failure to attend class does not constitute withdrawal. Students 
who abandon a course without filing the proper withdrawal form automatically receive a failing 
grade.  
A course dropped after the first two weeks of classes, but before Friday of the 10th week of classes 
is recorded on the student's permanent record as a 'W.' Withdrawal from a course after this 
deadline is possible only if approved by the Academic Appeals Committee or under extenuating 
medical circumstances as determined by the Office of Student and Family Care. Students are 
responsible for consulting with the instructor regarding academic standing prior to the final date 
for withdrawal from courses. Instructors are responsible for providing students with a timely 
graded report concerning academic standing before the final date for withdrawal from courses. 
Students who withdraw from a course after Friday of the 10th week of classes may receive a grade 
of ‘F’ or NC (no credit) as determined by the grading mode for the course. 
Students who drop part of term courses which do not meet the full semester must do so prior to 
the second class meeting and will have no notation placed on their transcripts. Students who drop 
part of term courses after the second class meeting, but prior to the 60% point of the course (as 
determined by the registrar) will receive a 'W' notation. Students dropping after the 60% point will 
receive a grade of F or NC (no credit) as determined by the grading mode for the course. 
All international students in F-1 or J-1 status must receive permission from the International 
Student Services Coordinator prior to dropping any courses that would bring them below the 
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twelve (12) semester hour minimum. Failure to receive prior permission may result in a 
termination of the student's immigration status. 
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Hamilton Holt School Graduate 
Current 
Registration  
In advance of each term, Hamilton Holt School graduate program schedules will be posted at 
www.rollins.edu/evening/academics/class-schedules.html. The class schedule provides details 
concerning registration procedures, withdrawal and payment deadlines, and refund periods. 
Students are responsible for registering online, during the published dates and times and paying 
tuition at the Bursar’s Office or online by the published deadlines. If a course is canceled for any 
reason, students who have registered for that course will be given the opportunity to register for 
another course. For financial aid purposes, a full-time academic load is nine (9) semester hours in the 
fall and spring terms and six (6) semester hours in the summer term. Academic programs may, however, 
have a different minimum or maximum number of courses that may be taken. (See program 
descriptions for specific details regarding the minimum or maximum number of courses required for 
degree-seeking students.) A student who wishes to take more than the minimum or maximum 
academic course load must obtain written permission from the director of the appropriate graduate 
program at the Hamilton Holt School. Registration for current students will be online through Foxlink, 
and specific days and times will be published in the schedule and on the website each semester. 
 
Changes in Registration  
All changes to course registrations must be submitted by Rollins email or on an add/drop form to the 
Holt School Office by the deadlines published in the term bulletin. Notification to the instructor by the 
student or failure to attend class does not constitute withdrawal. Students will be held academically and 
financially responsible for registrations they initiate. 
 
Dropping or Adding a Course  
Students may add/drop online during the first week of the term without "W" notation on their 
transcript. After the add/drop period, students must file an official withdrawal request by completing a 
registration change form or emailing their advisor from their Rollins email account. Withdrawal forms 
may be obtained from the Holt School Office or online at www.rollins.edu/evening/academics/class-
schedules/documents/index.html. Student withdrawals are automatically updated on the faculty 
member’s class roster in FoxLink. Verbal notification to the instructor by the student or failure to attend 
class does not constitute withdrawal. Students who abandon a course and do not file the proper 
withdrawal form will automatically receive a failing grade of "WF." Once registered for a course, a 
student must file an official withdrawal form in order to drop that course. Withdrawal forms may be 
obtained from Holt Student Services or the Rollins Holt School website.  
 
Student-initiated Withdrawal 
Students may withdraw from a course without academic penalty up to the published date 
(approximately midway through the term). Requests for withdrawal must be submitted in writing to the 
Hamilton Holt School by means of a Registration Change Form or by email from the student’s Rollins 
email account. While it is expected that students will extend the courtesy of informing the instructor, 
this will not suffice as an official withdrawal. Students who withdraw after the published dates or stop 
attending class at any time without notifying the Holt School in writing will receive an "F" for the course. 
This grade is equivalent to a failure.  
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Proposed 
 
Registration  
Registration occurs in April for summer and fall terms and in November for the spring term.  
Students are expected to complete their registration online during their assigned registration 
period and will have opportunity to make schedule changes through the subsequent semester’s 
add and drop deadlines.   
 
Registration for current students will be online through Foxlink, and specific days and times will be 
published in the schedule and on the website each semester.  To be eligible for registration, 
students must clear all registration holds in advance of their assigned registration time.  These 
holds may include: outstanding account, past due account balance, past due monthly payment plan, 
judicial hold or failure to complete Title IX training. 
 
If a course is canceled for any reason, students who have registered for that course will be given 
the opportunity to register for another course. For financial aid purposes, a full-time academic load 
is nine (9) semester hours in the fall and spring terms and six (6) semester hours in the summer 
term. Academic programs may, however, have a different minimum or maximum number of 
courses that may be taken. (See program descriptions for specific details regarding the minimum 
or maximum number of courses required for degree-seeking students.) A student who wishes to 
take more than the minimum or maximum academic course load must obtain written permission 
from the director of the appropriate graduate program at the Hamilton Holt School. Registration 
for current students will be online through Foxlink, and specific days and times will be published in 
the schedule and on the website each semester. 
 
Dropping or Withdrawing from Courses (proposed)  
Students may drop courses up until the 10th day of class (first two weeks).  Verbal or electronic 
notification from the instructor or failure to attend class does not constitute withdrawal. Students 
who abandon a course without filing the proper withdrawal form automatically receive a failing 
grade.  
 
A course dropped after the first two weeks of classes, but before Friday of the 10th week of classes 
is recorded on the student's permanent record as a 'W.' Withdrawal from a course after this 
deadline is possible only if approved by the Academic Appeals Committee or under extenuating 
medical circumstances as determined by the Office of Student and Family Care. Students are 
responsible for consulting with the instructor regarding academic standing prior to the final date 
for withdrawal from courses. Instructors are responsible for providing students with a timely 
graded report concerning academic standing before the final date for withdrawal from courses. 
Students who withdraw from a course after Friday of the 10th week of classes may receive a grade 
of ‘F’ or NC (no credit) as determined by the grading mode for the course. 
 
Students who drop part of term courses which do not meet the full semester must do so prior to 
the second class meeting and will have no notation placed on their transcripts. Students who drop 
part of term courses after the second class meeting, but prior to the 60% point of the course (as 
determined by the registrar) will receive a 'W' notation. Students dropping after the 60% point will 
receive a grade of F or NC (no credit) as determined by the grading mode for the course. 
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All international students in F-1 or J-1 status must receive permission from the International 
Student Services Coordinator prior to dropping any courses that would bring them below the 
twelve (12) semester hour minimum. Failure to receive prior permission may result in a 
termination of the student's immigration status. 
 
Changes in Registration (Moved to Dropping or Withdrawing from Courses) 
All changes to course registrations must be submitted by Rollins email or on an add/drop form to the 
Holt School Office by the deadlines published in the term bulletin. Notification to the instructor by the 
student or failure to attend class does not constitute withdrawal. Students will be held academically and 
financially responsible for registrations they initiate. 
 
Dropping or Adding a Course (Moved to Dropping or Withdrawing from Courses) 
 
Students may add/drop online during the first week of the term without "W" notation on their 
transcript. After the add/drop period, students must file an official withdrawal request by completing a 
registration change form or emailing their advisor from their Rollins email account. Withdrawal forms 
may be obtained from the Holt School Office or online at www.rollins.edu/evening/academics/class-
schedules/documents/index.html. Student withdrawals are automatically updated on the faculty 
member’s class roster in FoxLink. Verbal notification to the instructor by the student or failure to attend 
class does not constitute withdrawal. Students who abandon a course and do not file the proper 
withdrawal form will automatically receive a failing grade of "WF." Once registered for a course, a 
student must file an official withdrawal form in order to drop that course. Withdrawal forms may be 
obtained from Holt Student Services or the Rollins Holt School website.  
 
Student-initiated Withdrawal (Moved to Dropping or Withdrawing from Courses) 
 
Students may withdraw from a course without academic penalty up to the published date 
(approximately midway through the term). Requests for withdrawal must be submitted in writing to the 
Hamilton Holt School by means of a Registration Change Form or by email from the student’s Rollins 
email account. While it is expected that students will extend the courtesy of informing the instructor, 
this will not suffice as an official withdrawal. Students who withdraw after the published dates or stop 
attending class at any time without notifying the Holt School in writing will receive an "F" for the course. 
This grade is equivalent to a failure.  
 
 
 
